SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/07/14 CLCSI NG DATE: 01/16/14 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC C SCDC POSI TI ON #: 011611

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  MEDI CAL SUPPORT, CCOLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE $ 021063 - $ 038975 SPECI AL | NCENTI VE: NO
LEVEL: C SALARY RANGE $ 022782 - $ 036053 SCEIS POSITION #: 61022986

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A H GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY BE SUBSTI TUTED FOR A
H GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:

TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE. MUST HAVE PERSONAL COMPUTER AND/ OR CRT
EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

SERVES AS ADM NI STRATI VE SUPPORT TO THE DI RECTOR OF SUPPORT SERVI CES,
DI VI SION OF HEALTH SERVI CES. ASSI STS W TH CREATI NG AND UPDATI NG NEW
AND EXI STI NG CONTRACTS. PREPARES LETTERS, MEMOS, REPORTS AND OTHER
CORRESPONDENCE AS DI RECTED. ASSI STS W TH PRQJIECTS AS REQUI RED.

MAI NTAI' NS ACTI VE AND | NACTI VE FI LES OF VARI OUS REPORTS AND SPREAD
SHEETS. PERFORMS OFFI CE DUTI ES TO ENSURE EFFI Cl ENT OPERATI ON OF

THE DI VI SION TO | NCLUDE ANSVEERI NG TELEPHONES AND KEEPI NG CALENDAR

OF MEETI NGS, ETC. CHECKS MEDI CAL ENCOUNTERS AND PRI CES. APPROVES

I N\VO CES FOR ACCOUNTS PAYABLE FOR PAYMENT. KNOW.EDGE OF CPT CODI NG
PREFERRED. ACTS AS THE OFFI CE HUVAN RESOURCES LI Al SON.

COMVENTS:

PLEASE SUBM T RESUME W TH APPLI CATI ON FOR THI' S POSI Tl ON.
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